Check Processing Instructions

I.  Travel and miscellaneous checks fall at the end when the checks are printed.

    A.  The person who prints the checks normally removes the travel checks and gives them to Cliffie Knight.

    B.  Make sure that the travel checks have been removed.  If they have not been removed, remove them and give them to Cliffie Knight.

II.  Miscellaneous checks are disbursed separately as a group, as are contracts, travel and credit cards.  Although each of these groups prints separate from each other, a query will be run daily by Kevin Heath, Denny Witt or Michael Rye to make sure that no miscellaneous checks are missed.  Miscellaneous checks should be processed as follows.
    A. Pull out any DPFUND checks and give to Becky Lawhon.  Some DPFUND check may have stubs printed for them.  Becky does not need these stubs.  So they can be discarded.
    B. Pull out any RETNADV checks and give to Becky Lawhon.

    C. Pull out any PAYROLL checks and give to Becky Lawhon.

    D. Pull out any IMPREST FUND checks and give to Becky Lawhon.

    E. Pull out any MISCDIS checks and give to Becky Lawhon.

    F. Pull out any GO INVOICE checks.

        1. Go through all GO INVOICE checks and pull out any that are payable to GSA.  Put these with other GSA checks when they are pulled.  See paragraph IV.A.11 for instructions in processing GSA checks.

        2. Give remainder of GO INVOICE checks to Jim Morgan.
    G. Pull out any TRAINING checks and give to Jim Morgan.

    H. Pull out any COST TRANSFER checks and give to Beth Mitchell.

    I.  Pull out any TRADVRECOUP checks and give to Beth Mitchell.

    J. Pull out any PASSBACK checks and give to Beth Mitchell.

    K. Pull out any TFO TRAINING checks and give to Beth Mitchell.

    L. Pull out any CO REFUND checks and give to Denny Witt.

    M. Pull any TVL ADVANCE checks and give to Glennie Marshall.

III.  Process Voids as follows (See Addendum A for summary):

    A. Give EFT voids to Denny Witt or Michael Rye as soon as they are received.

    B. If any check voids are received , pull the check(s), attach them to the void, log them into the “Specials” log and then give them to Jim Morgan.  See paragraph VI.A for instructions for logging in specials.

IV.  To process contract checks, wait for the stubs to be printed.  When they are printed, match them to the contract checks.  Create two stacks, checks in one stack and stubs in the other.  Make sure that both stacks are in check number sequence and that there is a stub for each corresponding check and vise versa.

    A. While you are waiting for the stubs to print, pull checks as shown below.  See paragraph VI.A for instructions for logging in specials (See Addendum A for summary):
        1. Pull all US Bank checks and hold for stubs.  After the stubs are printed match them to the checks and give all to Jim Morgan except those for U4.  Give those for U4 to Mattie Murphy.
        2. Pull all Bank of America checks and hold for stubs.  After the stubs are printed match them to the checks and give all to Jim Morgan.

        3. Pull all Nations Bank checks and hold for stubs.  After the stubs are printed match them to the checks and give all to Jim Morgan.

        4. Pull all Government Card Services checks and hold for stubs.  After the stubs are printed match them to the checks and give all to Jim Morgan.

        5. Pull all IMPAC Government Services checks and hold for stubs.  After the stubs are printed match them to the check and give all to Jim Morgan.

        6. Pull all Federal Reserve Bank checks and hold for stubs.  After the stubs are printed match them to the checks and give all to Terry Williams.

        7. Pull all FAO HECSA checks and hold for stubs.  After the stubs are printed match them to the checks.

            a. Accounts Payable (A/P) should provide a blue specials sheet with backup for HECSA checks.  If one is not provided, contact A/P and request one.

            b. Attach the check and stub to the blue sheet and log it into the “Specials” log.  See paragraph VI.A for instructions for logging in specials.

                (1) If the HECSA check is an air bill, put it in the S0 district collection folder.

                (2) Put all other HECSA checks in the W2 district collection folder.

        8. Pull all Judgement Fund checks and hold for stubs.  After the stubs are printed match them to the checks.

            a. A blue specials sheet, with backup, should be received from A/P for all Judgement Fund checks.  If one is not provided, contact A/P and request one.

            b. Log the checks into the “Check Specials” log and then give everything to Anne Schmitt-Shoemaker.  See paragraph VI.A for instructions for logging in specials.

        9. Pull all IRS checks and hold for stubs.  After the stubs are printed, match them to the checks.

            a. All IRS checks must be sent with backup.  The backup should be provided by A/P with a blue specials sheet.  If one is not provided, contact A/P and request one.

            b. Log the checks into the “Check Specials” log and then mail.  See paragraph VI.A for instructions for logging in specials.

        10. Pull all DFAS checks and hold for stubs.  After stubs are printed, match them to the checks.

            a. DFAS requires all checks to be mailed with backup.  The backup should be provided by A/P with a blue specials sheet.  If one is not provided, contact A/P and request one.

            b. Log the checks into the “Check Specials” log and then mail.  See paragraph V1.a for instructions for logging in specials.

        11. Each day, Michael Rye, or someone designated by him, will run a query for GSA checks.  You will need 2 copies of the query, one to keep and one to stay with the checks when you disseminate them.

            a. Use this query to pull all GSA checks listed thereon.  After stubs have printed, match them to the checks and then discard the stubs.
            b. Accounts Payable will send GSA back-up to Disbursing.  Give a copy of the query, all checks and all back-up to Angela Williams.  If Angela is not at work, give to Mark Lane.  If neither of them is at work, give to Nancy Nemnich.
V.  Specials are provided by A/P and once processed, must be delivered to the mail room no later than 1530 daily.  The special should provide certain information, such as payee name, contract number, district and payment amount, that will allow one to pull the check.  All specials should be logged into the “Check Specials” log.

    A. It works best if one puts the specials in district sequence.

    B. Pull the check(s) and the matching stub(s) and attach it to the special.

    C. When all checks and stubs have been pulled and attached to the special, log them into the “Specials” Check Log.  See paragraph VI.A for instructions for logging in specials.

VI. Logging in regular specials, regular FedEx, Korean FedEx (J1), and DHL checks into the “Check Specials” log.

    A. Regular specials.

        1. Right click on the start button.

        2. Click “Explore” and then click the “My Network Places” folder.

        3. Open the “Disbursing Div” folder by double clicking it.

        4. Open the “Check Specials Log FY2005.mdb” folder by double clicking it.

        5. Under “Objects” click “Tables”.
        6. Open the data base table by double clicking “Ck Specials Log”.
        7. Each day, before beginning the login process, make sure that the cursor is in the “Flag” field.  In the tool bar, click the “Z-A” sort icon.  This action will move any entries in this field to the top of this column.

        8. If there are any entries in the “Flag” field from previous days, delete them except, in certain instances, the number 3.  (See paragraph VI.C.)

        9. Close the table.

        10. Under “Objects” click on “Forms”.

        11. Open the form titled “Ck Specials Log” by double clicking it.

        12. Once the form is open, you will be looking at record number one.  Go to the first blank record by clicking on the button at the bottom of the form that contains a right arrow with an asterisk.  This will bring up a blank record.

        13. Log in each check by typing in the appropriate information in each field.

            a. When you have entered all data in a field, tab or enter to advance to the next field.

            b. If no data is required for a particular field leave it blank.  Hitting the tab or enter key without entering any data will leave that field blank and advance you to the next field.

            c. When the last field in the record has been reached, hitting the tab or enter key, with or without entering data, will advance you to the next blank record.

            d. For now, leave the “Flag” field blank.  This field is addressed in paragraphs VI.B.2, VI.C.4 and VI.D.2.

        14. When all the specials have been logged, process them as directed on the special.

    B. Regular FedEx (international and domestic) except Korean (J1).  Letters of appointment are maintained in a folder at Jerrold’s desk.  Check all international FedEx’s against these letters.  If a letter of appointment is not in this file for an international FedEx going to a 3rd party for delivery to a vendor, do not sent.  Notify Anne Hartz.
        1. Log in all checks being sent by regular FedEx by following the instructions in paragraph VI.A.1-13a-c.

        2. Type a number “1” in the “Flag” field for each record.

        3. When all checks have been logged in, make sure that the FedEx label is filled out properly.  Note:  FedEx going to Iraq must be addressed to a Corps of Engineer address only, not to the individual vendor.
            a. International FedEx’s.

                (1) Make sure that a FedEx account number has been entered either in block 1 or in block 7b.  If there is none entered, return the label to A/P so they can enter one.  See exhibit 1.

                (2) Make sure the date in block 1 is filled in and is correct.  If it has been entered, but is incorrect, correct it with a pen-change.

                (3) Make sure block 4 is filled in.  If it is not, check the box next to “FedEx Intl. Priority”.

                (4) Make sure block 5 is filled in.  If it is not, check the box next to “FedEx Envelope”.

                (5) Make sure block 7a is filled in.  If it is not, review block 1 and block 7b.

                    (a) If the FedEx account number is entered in block 1, then check the box next to “Sender”.

                    (b) If the FedEx account number is entered in block 7b but not in block 1, and A/P has not checked any of the boxes, then go to A/P and find out if the FedEx account number is the sender’s or the recipient’s.  If it is the sender’s, then check the box next to “Sender”.  If it is the recipient’s, then check the box next to “Recipient”.

                    (c) As a general rule, the Finance Center does not send FedEx’s using an account number of a third party without prior approval from one’s supervisor.
                (6) Sign and enter the date in block 9.

                (7) All international FedEx’s require a “Commercial Invoice”, form M-1054 Rev 04/03 LOGOS 116547 WCS.  This form is required for customs.  See exhibit 2.  

                    (a) Make sure that the form is signed at the bottom and dated on the top and the bottom.

                    (b) Make sure that the field for the “International Air Waybill No.” matched the tracking number of the international FedEx label.

            b. Domestic FedEx’s.

                (1) Make sure that the date has been entered in block 1.  If it has not been entered, enter it.  If it has been entered, but is incorrect, correct it with a pen-change.

                (2) Make sure that a FedEx account number has been entered in block 1 or in block 7.  If one has not been entered, take the label back to A/P so they can enter one.

                (3) Make sure that block 4a is filled in.  If it is not, check the box next to “FedEx Priority Overnight”.

                (4) Make sure that block 5 is filled in.  If it is not, check the box next to “FedEx Envelope”.

                (5) Make sure that block 7 is filled in.

                    (a) If the FedEx account number is entered in block 1, then check the box next to “Sender”.

                    (b) If the FedEx account number is entered in block 7 but not in block 1, and A/P has not checked any of the boxes, then go to A/P and find out if the FedEx account number is the sender’s or the recipient’s.  If it is the sender’s, check the box next to “Sender”.  If it is the recipient’s, check the box next to “Recipient”.

                    (c) As a general rule, the Finance Center does not send FedEx’s using an account number of a third party without prior approval from one’s supervisor.
        4. Make a copy of each international/domestic FedEx label and each check.

        5. Assemble the copies in separate stacks, each stack consisting of the original special sheet on top, the copy of the FedEx label next and the copy of the check last.  Staple together.

        6. Print a copy of the cover sheet from the specials log to be used when delivering the FedEx’s to the mailroom.

            a. Go into the “Ck Specials Log FY2004.mdb” by following the steps in paragraph VI.A.1-4.

            b. Under “Objects” click “Reports”.

            c. Open the report titled “Overnight Deliveries” by double clicking it.

                (1) When this is done a window will open prompting you to “Enter Flag”.  Type the number “1” and then click the “OK” button.  This is the number that you typed in each record as directed in paragraph VI.B.2.

                (2) When the report opens, click the printer icon on the tool bar to print.

        7. Take all the copies assembled in paragraph VI.B.5, place the cover sheet on top and staple together.  Then fill in the blank space on the bottom of the cover sheet with the number of pages.

        8. Before taking the FedEx’s to the mail room, check each FedEx tracking number on the cover sheet and match it to each FedEx envelope/label to be sure that all are accounted for.  Once Kevin Heath announces that all check registers are good, take all the FedEx’s to the mailroom.  Make sure that a mailroom representative enters the date and time on the cover sheet and signs it.

    C. Korean FedEx’s (J1).

        1. Payments/IPAC Branch is responsible for typing FedEx labels for all Korean (J1) FedEx’s.  A good time to do this is during the non-disburse days at the end of each month.  Please see exhibits 1 and 2.

        2. Each Friday a query will be run by Kevin Heath, Denny Witt or Michael Rye that will list all Korean won checks that are disbursed.

        3. Korean (J1) FedEx’s are assembled throughout the week and are taken to the mailroom on Tuesdays, Thursdays and Fridays at 16:00.

        4. Log in all checks going to Korea (J1) into the “Check Specials” log.  See paragraph VI.A.1-6 and VI.A.10-13.c.

        5. Type a number “3” in the “Flag” field of all records.

        6. Make a copy of the FedEx label and each check.  Assemble all the copies, staple them together and set aside for the cover sheet.

        7. Print the cover sheet by following the instructions in paragraph VI.B.6.c.  In paragraph VI.B.6.c(1), where it instructs you to type a number “1” in the “Enter Flag” field, type a number “3”.  This is the number you were instructed to type in the “Flag” field in paragraph VI.C.4.

        8. Take all the copies assembled in paragraph VI.C.5, place the cover sheet on top and staple them together.  Fill in the blank space on the bottom of the sheet with the number of pages.

        9. Insert all checks, backup and the query from paragraph VI.C.2  into a 9”x12” envelope and seal.

            a. Make sure that the following address is typed on the 9”x12” envelope:

                (NAME OF F and A OFFICER) #100-195

                USACE FAR EAST DISTRICT

                MI KUDONG KONGBYONGDAN

                FINANCE AND ACCOUNTING

                BRANCH RMO

                PHONE: 011-822-2270-7284
            b. Seal the 9”x12” envelope and place it into a FedEx envelope.  Do not seal the FedEx envelope, as this FedEx envelope is used by all divisions within the Finance Center to forward items to Korea (J1).

        9. Take the entire package to the mailroom.  Make sure that a mailroom representative enters the date and time on the cover sheet and signs it.

    D. DHL World Express.
        1. Log in all checks being sent by DHL World Express by following the instructions in paragraph VI.A.1-13a-c.

        2. Type a number “2” in the “Flag” field for each record.

        3. When all checks have been logged in, make sure that the DHL label is signed  and dated in block number 7 (See exhibit 4).

        4. Make a copy of the DHL World Express label and each check.  Assemble all the copies, staple them together and set aside for the cover sheet.

        5. Print the cover sheet by following the instructions in paragraph VI.B.6.c.  In paragraph VI.B.6.c(1), where it instructs you to type a number “1” in the “Enter Flag” field, type a number “2”.  This is the number you were instruction to type in the “Flag” field in paragraph VI.D.2.

        6. Take all the copies assembled in paragraph VI.D.4, place the cover sheet on top and staple them together.  Fill in the blank space on the bottom of the sheet with the number of pages.

        7. Insert all checks/back-up into a DHL envelope and seal.

        8. Take to the mailroom.  Make sure a mailroom representative enters the date and time on the cover sheet and signs it.

VII.  Processing P0 checks being FedEx’d to Iraq. NOTE: All checks payable to Iraqi vendors must go FedEx to the following address:
Tim Kuhl/Grant Geisler

PCO Compound, International Zone

Finance Office, Section #10

Baghdad, Iraq 09316

Phone Number:  703-544-6466; IraqNA#0790-192-6148

    A. Make sure that whoever is printing checks/EFT stubs is through rolling back before beginning this process.

        1. Log into the P0 data base.

        2. In the “Menu ID, options ID or Smart Screen #” field, type “AACDF12” and click “GO”.
        3. The 2.1.3 screen should come up.  When it does, click “Exit”.

        4. The 2.1.2 screen should come up.  When it does, click “Exit”.

        5. After you finish with step 4, you should be taken back to the “Disbursing Functions Menu” screen.  In the “Menu ID, options ID or Smart Screen #” field, type “AAC19” and then click “GO”.

        6. The 2.1.8 screen should open.  The first line should already be highlighted in blue and should read “Print/List/Delete Generated Reports”.  Double click this line.

        7. The 2.1.11 should come up.  While holding down the “Ctrl” key, hit the “F2” key.

        8. Next hit the “F2” key.

        9. Now type “SF1034” and hit the “F3” key.

        10. A list of SF1034’s should come up.  The first line should already be highlighted in yellow.  Make sure that the date shown in the “Requested” field is the date of the report you are attempting to access.  If not, select that report by clicking it.  Once the correct report has been selected, click the “View” button.
        11. Adobe Reader will open the report for your viewing/printing.  Once the report opens, scroll down and watch for the check number(s) that are being FedEx’d to Iraq.  Each page containing a desired check number should be printed.

            a. To print, put the cursor on the desired page and right click.

            b. Scroll to “print…” and click it.

            c. When the “print” window opens, find the “print range” and select the item entitled “Pages from:…”

            d. Once you have selected that item, enter the page number(s) that you desire to print and then click “Okay”.  Repeat this procedure until all the desired pages have been printed.

        12. Once all pages have been printed, attached each check to its matching page and then follow appropriate instructions in paragraph VI to prepare the package for delivery to the mail room.
        13.  After the package is delivered to the mail room, an email should be sent to PCO Finance in Baghdad alerting them that a check or checks have been sent.
            a. In Microsoft Outlook, go to the CEFC-FD-FC mail box.  Then go to the Iraq mail box and use the latest email to PCO Finance with the subject of Recently FedEx’d Treasury Checks.  Use this email as a sample.  Feel free to copy and paste into the current email, being careful to change information as necessary, such as dates, check numbers, etc..

            b. Here is a sample email.  Keep in mind that some of the carbon copy recipients may change due to frequent turn-over of personnel in Iraq.  That is why it is important to follow instructions in paragraph VII.A.13.a.

    To:

PCO-finance@pco-iraq.net; 
    Cc:
Tim.Kuhl@pco-iraq.net; Grant.Geisler@pco-iraq.net; Michael.T.Rye@fc02.usace.army.mil; Anne.M.Hartz@fc02usace.army.mil; James.R.Morgan@fc02.usace.army.mil; Amanda.M.McInvale@fc02.usace.army.mil; 
Subj:

Recently FedEx'd Treasury Checks
Greetings:

The following treasury checks were FedEx’d on enter appropriate day of week here, enter appropriate date here.

FedEx Tracking No        Check Number               Check Date       Contract

848027706673               8735-00539097              04-May-2005     W914NS-05-A-0003
Enter appropriate information above.
Thank-you and hope you are having a blessed week.

Respectfully,

Your Name Here
Payments/IPAC Branch

Disbursing Division

USACE Finance Center

(901) 874-8597

VIII.  If a check for the Baltimore District (E1) prints and has the statement “DO NOT USE” below the payee’s name, pull that check(s) and give to Michael Rye or Anne Schmitt-Shoemaker.
Summary of Paragraphs IV, V, VI and VII
Distribute pulled checks as follows:

Glennie Marshall:

TRAVEL

TVL ADVANCE

Becky Lawhon:

DPFUND

RETNADV

PAYROLL

IMPREST FUND

MISCDIS

Jim Morgan:
GO INVOICE

TRAINING

CHECK VOIDS

US BANK (Except U4-U4 US Bank checks go to Mattie Murphy)
BANK OF AMERICA

NATIONS BANK

GOVERNMENT CARD SERVICES

IMPAC GOVERNMENT SERVICES

Beth Mitchell:
COST TRANSFER

TRADVRECOUP

PASSBACK

TFO TRAINING

Denny Witt:

CO REFUND

EFT VOIDS (Michael Rye if Denny is not here)

Michael Rye:

EFT VOIDS (if Denny is not here)

Terry Williams

FEDERAL RESERVE BANK

Angela Williams

GSA CHECKS W/BACK-UP AND COPY OF QUERRY

Mark Lane

GSA CHECKS W/BACK-UP AND COPY OF QUERRY (IF ANGELA IS NOT AT WORK)
Nancy Nemnich

GSA CHECKS W/BACK-UP AND COPY OF QUERRY (IF ANGELA WILLIAMS AND MARK LANE ARE NOT AT WORK)
Mattie Murphy

US Bank (U4)

